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August 1965

OUTLINE FOR DEVELOPMENT OF THE OL REPORTS MANAGEMENT PROGRAM

Inventory end Analysis
Copies of the attached "Inventory Data Sheet” will be provided by the
Flamning Staff for use in describing each reporting requirenents. The
completed Inventory Data Sheets, Parts I end II, constitute the internal,
Division-level reports enalysis. Further analysis of the separste re-
ports will bs accomplished by the Reports Pmnel.

8 Review
The findings end recommendatione of the working-level Reports Panel
will be presented to the Director of Logistics via the OL Executive
Officer for consideration, reaolutiah of any problem areas, and approval.
This review will include (&) a copy of each report with recommendations
concerning ite continued use, and (b) a description of the proposed
"Reporte Management Program” or "System" to be installed.
Establishnent of Program Records
Subject to the approval of the Director of logistice, report records
end the necessary control mechenism for the Reports Menagement Program
vill be installed under the direction of the OL Executive Officer.
Presumebly, this Program will be maintsined in the OL Reglstry under
the imediate supervision of the Records Control Officer.
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SELECTED LIST OF CATEGORIES OF EXEMPTIONS FROM KEPORTS CONTROL

The following types of reports are exempt from control of the Reportse
Management Program: '

1. Top Secret reports.
2. Intelligence reports covering only intelligence matters submitted

3. Reports of inspection prepasved by inspectors genersl.

4. Official reports of audit, survey,' or investigation by adminis-
trative bodles appointed for that purpose. ‘

5. Formal reports of officisl proceedings of formally constituted
Judicial or administrative bodies appointed for that purpose.

6. Formal reports of findings, recoumsndations, or actions prepared
by specisal coammittees or boards appointed to inguire into end report om -
a particular matter. However, recurring reporis initiated by such come
mittees or boarde to obtaln data required for their work are not exempt
under this provision.

7. Comments and/or concurrences as part of routine clearsnce of
proposed actioms, requisitions, or publicstions. _

8. One-time recomuendations, suggestions, or evaluations as to plans,
policies, or procedures, and officisl employee or beneficisl suggestions.

9. quliea to requests for suggested sgenda for meetings.
10. Inter-agency budget requiremmts.
11. Weather reports wvhich are a series of weather records.
12. The following operating documents: |

Affidavits
Agrecments
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12. Continued

Amnocuncemants
Appllcations or requests
Aunthorizetions

Bids

Bills

Bille of lading
Certifications

Claims

Identification

lomses

Idens

Oathe of Office

Payrolls

Permits

Pexrformance bonds
Recelpts
Recelving-and-inspection forms
Requisitions

Sales slips

Contracts and initisl allied papers
Depositions

Guarantees

Shipping Orders
Specifications
Statements of witness
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